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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Mike J. Miller
	SUPERVISOR'S CLASS: Graphic Services Supervisor 
	personnel analyst: 
	personnel date: 
	PERCENT OF TIME: 














55%










	activity: POSITION SUMMARY
The Office Technician (Typing) position, under general direction of the Supervising Photographer in the Graphic Services Branch of the Public Affairs Office,  provides broad clerical support to the Branch and serves as the receptionist for the Photography Lab. This position also receives assisgments and direction from the Branch Chief as needed.  
  
ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others both in person and on the telephone, follow verbal and written directions, ensure sensitive handling of assigned work, and maintain regular, consistent, and predictable attendance.  The incumbent must exercise good judgment performing a variety of clerical tasks, work independently and use initiative in making decisions and meeting critical deadlines.  The position requires knowledge of the Filemaker Pro database, Microsoft Office Suite programs.  The specific essential duties are:

Maintains the Department’s still photographic stock library for slides, film negatives and digital images.  Supports digital image library data base, retrieves images, assists clients with image search, file and print formatting and reproduction.  Inputs digital images into data base, transferring meta data to file for referencing and cross referencing.  Works with the Photographers to maintain  
DWR's still photographic stock library for slides and film negatives.  Assists clients from DWR and other agencies in selection of appropriate photographs and suggests alternative photographs which are available.  Search, retrieve, and re-file photographs and digital images for various job requests.  Provides recommendations for cross referencing information regarding subject titles or category searches.  Compiles multiple selections of images for review by photo lab staff or clients.

Provide instructions to clients concerning procedures, costs and recommended formatting for duplication, enlargement or digital reproduction and end use.  Converts digital files to a variety of resolutions and formats, using software and programs as appropriate to the task, duplicates photo CDs. Contacts outside vendors to facilitate processing and duplicating of photographs.  Arranges for shipment, pickup, and delivery of photographic materials.




	classification: Office Technician (Typing)
	appointee: VACANT
	dwr position number: 0423-1139-900
	sap personnel no: 
	sap position number: 50000460
	division: Public Affairs Office/Graphic Services Branch
	mcr: 1
	percent 2: 25%













10%




10%



	activity2: Using a multi-line telephone system, answers telephone calls, records accurate messages, and direct clients to appropriate staff.  Maintains appointment calendars for Photo Lab staff using Microsoft Outlook Software to schedule meeting(s).  Assists internal/external clients in their preparation of photographic job requests.  Briefs the Photo Lab Supervisor on the status of all incoming, existing, and finished photo lab job requests to ensure jobs are completed in a timely manner.  On a daily basis, input job requests, order requests, and labor hours for all photographic job requests using the Filemaker Pro database for Photography section; and will provide backup to three cost centers (Graphic Design & Mapping, Audio Visual Equipment, and Film Video).  Reviews job requests for authorized signatures, correct cost center and complete client information.  Provide quality control for all project and order requests.  Provide backup assistance for generating job tracking status reports weekly and as needed to provide an ongoing measure of project costs for the Branch Chief, Photo Lab supervisor, and the video and design Lead persons. 

Responsible for all travel arrangements, hotel reservations, and car rental for staff.  Prior to and upon travel completion prepares travel advances, travel itineraries, and travel expense claims for the Photo Lab staff.  Review travel expense claims for accuracy to ensure conformance with State and Departmental procedures.

Serve as Timerecorder for Water Education and Administration and Media and Public Information Branches and provides backup time keeping assistance for the Graphic Services Branch. Perform backup duties to Training Coordinator, which may include reviewing and processing training and conference requests for accuracy and appropriateness to ensure conformance with Departmental procedures.  May provide additional backup support to Graphic Design Branch Office Technician as needed. 

Special Requirements

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this 
position may participate in emergency operations in the capacity of area teams, field inspection, 
coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and 
other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.



Excellent telephone, interpersonal communication, and problem-solving skills are highly desirable.  Demonstrated aptitude for working with computers and software is preferred.


	supervisor name: 
	employee name: 


